m 


e a New Zealand citizen 

* a permanent resident of New Zealand 

° a body corporate incorporated in New 
Zealand 


Strike out those which do not apply) 


Charges 

inderstand that if my application is 
approved | may have to pay a charge. [ 
further understand that if this is so, ! will 
be contacted before any action is taken. 


To the 


re 


a ee eee 


P D HASSELBERG, GOVERNMENT 
WELLINGTON, NEW ZEALAND— 1983 
98912E—PT&3 


(full address of department or organisation) 


What if you are denied 
access? 


There may be cases where the 
information cannot be made available and 
these are set out in the Act. Where this 
happens you will be told the reason. You 
may ask an Ombudsman to review any 
decision made regarding your request. 
However, if you wish you can ask the 
department or organisation to have the 
decision reviewed by another officer. In 
either event, you will always be advised of 
your rights of review when informed of 
the decision on your request. 


Contact officers 


If you want help in making a request, get 
in touch with a contact officer from the 
department or organisation concerned. 
You can find out who to contact by 
consulting the Directory of Official 
Information. 
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The purpose of the Official Information 

Act is to: 

° make official information more freely 

available 

provide proper access to personal 

information by the individual concerned 

* protect official information to the extent 
required by the public interest. 

A separate leaflet deals with access to 

personal information. 


The Official Information Act 
can help you 


* find out the background to and reasons 
for Government decisions. 

* get access to information held by 
Government departments and 
organisations. 

The Act sets out the procedures for 

obtaining official information held by 

Government departments and 

Organisations. 

Some organisations are exempt from the 

provisions of the Act. 

A full list of the departments and 

organisations covered by the Act and their 

contact officers can be found in the 

Directory of Official Information available 

at all public libraries. 

The directory sets out: 

¢ The structure and functions of 
departments and organisations. 

¢ A general description of the kinds of 

documents held. 

A list of all manuals, and similar types 

of documents which contain policies, 

principles, rules or guidelines, in 
accordance with which decisions are 
made. 

¢ How to obtain access to information 
including details of contact officers. 


Obtaining access to official 
information 


Who qualifies? 


You can apply if you are a New Zealand 
citizen or permanent resident or a body 
corporate which is incorporated in New 
Zealand. 

You may have to pay a fee for the work 
involved in providing access. However this 
would be notified to you before any action 
is taken. 


How to apply 

You simply post or deliver the tear off 
portion of this pamphlet to the 
department or organisation concerned. 
e You may, if you wish, write a letter, 
telephone, or call personally to make 
your request. 

Make sure you include as much detail 
as possible about your request. (For 
example, give a reference number or 
attach a newspaper clipping.) This will 
aid speedy processing of your request. 


Processing your application 


The department or organisation is 
required to handle your request as quickly 
as possible. If you have not had a reply 
or an acknowledgment within 14 days of 
your request, you should send a reminder 
or ring the contact officer. 


How will you be given 
access? 


You can ask for a copy of the information 
or to inspect it. You may listen to a tape 
recording or see a film or videotape and 
you can ask for a transcript if you wish. 
Where information is stored in a computer 
you may ask for a printout of that 
information. 

If you prefer a particular form of access 
you should state this in your request. 


Request for access to official 
information 


(postal address) (contact phone number) 


¢ Request a copy of/access to the 
following official information: 


e | attach/refer to the following 
information to assist in processing my 
request (continue on separate page if 
necessary): 


e I would prefer to have the information 
supplied in the following manner: 


